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AM’s 1964 Index of Articles 


S A SERVICE to subscribers who keep back issues of Adminis- 
trative Management—we understand quite a few do—and as an 

aid to librarians, we offer this detailed index of features published 
during 1964. Reprints of the listed articles may be obtained through 
our Reprint Department [see page 74]. Administrative Management 
is also available on roll microfilm through University Microfilms, 313 


N. lst St., Ann Arbor, Mich. 


Association News 


Arranged alphabetically by association name 


Why NOMA Has Become AMS—International 
president Joseph W. Gawthrop explains change 
of name from National Office Management As- 
sociation to Administrative Management So- 
ciety (AMS Report—Mar., p. 51). 

AMS International Conference—Importance 
described; full program presented for New 
York event, May 31 to June 3 (AMS Report— 
Apr. p. 51). 

New AMS Headquarters Dedicated—10,000 
square foot building is in Willow Grove. Pa. 
(AMS Report—Apr., p. 55). 

AMS Conference Opens May 31—At Statler- 
Hilton Hotel, New York (AMS Report—May, 
Pp. 64). 

Greenwood Elected AMS President—Massa- 
chusetts Mutual Life vice-president succeeds 
Gawthrop (AMS Report—July, p. 46). 

AMS Plans Paperwork Control Award—First 
of them to be presented April 1965 in Wash- 
ington (AMS Report—Dec., p. 46). 

AFIPS Appoints Homer Asmus—American 
Federation of Informat‘on Processing Societies 
names him executive director (News of Asso- 
ciations—Dec., p. 10.) 

American Man t A iati Confer- 
ence in Chicago—Mid-winter Personnel Con- 
‘erence at Palmer House, Feb. 12-14 (News of 
Associations—Feb., p. 20). 

AMA Elects Two Officers—Virgil B. Day 
and P. Kenneth Shoemaker are named (News 
of Associations—May, p. 16). 

AMA Offers PERT Films—-From videotape, 
the seven average 30 to 40 minutes’ running 
time (News of Associations—June, p. 16). 

Mitchell Elected AMA Chairman—Other of- 
ficers, —— named (News of Associations 
—Nov., p. 12). 

Special Industrial Session at APICS Confer- 
ense—-American Production and _ Inventory 
Control Society meets October 7-9 in Atlantic 
City (News of Associations—Sept., p. 14). 

Association of Data Processing Service Or- 
ganizations Issues Directory—Available from 
— at $1 (News of Associations—Apr., 
br. 16). 

Association of Records Executives and Ad- 
ministrators to Meet—Seventh annual confer- 
ence at New York Hilton, April 27-28 (News 
of Associationsijan., p. 20). 

Association of School Business Officials 
Stresses School Management—Confers in San 
Francisco October 17-22 (News of Associations 
—Oct., p. 16). 

BEMA Show October 19-23—Business Equip- 
ment Mfrs. Association exhibit at Los Angeles 
Memorial Sports Arena (News of Associations 
—Sept. p. 14) . 

Walter Finke Named BEMA Chairman—lIs 
Honeywell executive; General Fireproofing’s 
John Saunders elected vice-chairman (News 
of Associations—Jan., p. 20). 

Canadian Research Management Association 
Formed—First conference held in  Pointe- 
Claire, Que. (News of Associations—Jan., p. 20). 

CIA Elects Edward Haggerty—Chemical In- 
dustry Association's new president is with 
W. R. Grace & Co. (News of Associations— 
Nov., p. 12). 

Data Pr i M t A iati 
Conference—To feature open-end seminars at 
Jung Hotel, New Orleans, June 23-26 (News 
of Associations—Apr., p. 17). 

1BM’s Warren Hume Opens DPMA Confer- 
ence—Management innovators showing what 
computer’s full capacity can accomplish, he 
Says (News of Associations—July, p. 16). 

UMA Elects International Officers—John 
K. Swearingen new international president 
(News of Associations—Oct., p. 16). 

Financial Executives Institute Hears Costs 
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Stressed—-Must be tied to profitability and 
responsibility, says McCormick & Co.'s R. L. 
Staehle (News of Associations—Aug., _ D. 12). 

Industrial M 
Film Competition—Awards to be ear in four 
classifications (News of Associations —- May. 
Pp. 16). 

In-Plant Printing Managers Affiliate—Form 
the In-Plant Printing Management Association 
(News of Associations—June, p. 16). 

Life Office Management Association Member- 
ship Reaches New High—460 companies belong 
(News of Associations- —Feb., p. 20). 

LOMA Publish of Budgeti Sur- 
vey—5l percent of firms hav control pro- 
grams (News of Associations—Aug., p. 12). 

LOMA to Elect Officers, Directors—-At an- 
nual conference in New York, September 29 
(News of Associations—Sept., p. 14). 

LOMA Awards Certificates—Given to par- 
ticipants of management program at Arden 
House, Harriman, N.Y. News of Associations 
—Oct.. p. 16). 

LOMA Names New Officers—Walter S. 
Bearden and George Ryrie head slate (News 
of Associations—Nov., p. 12). 

National Association of Accountants’ Busi- 
ness Show—Seventeenth annual event at Am- 
bassador Hote! Los Angeles, February 25-28 
(News of Associations—Jan., p. 20). 

National Association of Credit Management 
Elects—-Robert L. Roper and Beverly H. Badg- 
er new vice-presidents (News of Associations 
—dJan., p. 20). 

R. L. Howard Elected NACM President—Na- 
tional Association of Credit Management votes 
in Los Angeles (News of Associations—July. 
Pp. 16). 

NOMA (AMS) Chapters Sponsor Seminars— 
National Office Management Association ses- 
sions held in New York, Chicago, Minneapolis- 
St. Paul and Los Angeles (NOMA Report— 
Jan.. p. 46). 

NOMA (AMS) Plans for 45th Annual Con- 
ference—aActivities include education, fun and 
World's Fair (NOMA Report—Feb., p. 56). 

Why NOMA Has Become AMS—Internation- 
al president Joseph W. Gawthrop explains 
change of name from National Office Man- 
agement Association to Administrative Man- 
agement Society (AMS Report—Mar., p. 51). 

Nati 1M t Association Surveys 
Ex-cutive Opportunities—Sees improved situa- 
tion in next three to five years (News of As- 
sociations—Apr., p. 16). 

NMA Chooses ‘Man of Year’ for 1964—He’'s 
Floyd D. Gottwald, board chairman of Ethyl 
Corp. (News of Associations—July, p. 17). 

National Secretaries Association Reviews 
Phone Equipment—Group studies direct in- 
ward dialing and data sets (News of Associa- 
tions—Mar., p. 16). 

Society f Ad t M nt 
Elects—Hezz Stringfield Jr. new internation- 
al president (News of Associations—Aug., 
Pp. 12). 

Systems and Procedures Association to Meet 
—October 12-14 in Philadelphia (News of 
Associations—Apr. p. 17). 

SPA Inaugurates Board Officers—N. Lewis 
Senensieb of TRW Space Technology Labora- 
tories is president (News of Associations— 
July, p. 17). 


Books Reviewed 


Blueprint for Executive Success—By Fred- 
erick C. Deyer; Prentice-Hall, 96 pp., $7.50 
(Aug., p. 75). 

Building a Winning Employee Team—By 
Guy B. Ford; AMA, 111 pp., $6, $4 (Sept., 
Pp. 93). 

Business and Industrial Communication— 
Edited by W. Charles Redding and George A. 


Sanborn; Harper & Row, 557 pp., $8.95 Dec., 
p. 75). 

Can Small Business Survive?—-By Sen. Wil- 
liam Proxmire; Regnery, 225 pp., $3.95 (Oct., 
Bp. 92). 

Cost Reduction Guide for Manufacturing 
Management—-By H. Morse and E. E. Wyatt; 
Dartnell, 268 pp., $24 (Jan., p. 74). 

Credit Manual of Commercial Laws—Edited 
and published by The National Association of 
Credit Management, 745 pp., $15 ‘June, p. 96). 

Casebook on Interpersonal Behavior in Or- 
ganizations—By Abraham Zaleznik and David 
Moment; John Wiley & Sons, 585 pp. $7.95 
(Dec., p. 73). 

Dartnell Short Course in Business Corres- 
pondence—By Leslie Lewis and Marilyn 
French; Dartnell, 219 pp., $17.50 (Apr., Pp. 78). 

Emotional Health in the World of Work— 
By Harry Levinson; Harper & Row, 300 pp., 
$6.95 (Aug.. Dp. 76). 

Encyclopedia of Management, The—Edited 
by Carl Heyel; Reinhold, 1,084 pp., $25 (Mar., 
Pp. 82). 

How to Run More Effective Business Meet- 
ings—By Bert Y. Auger; Grosset & Dunlap, 
192 pp., $5.95 (Oct., p. 93). 

How to Select Executive Personnel—-By Edith 
Sands; Reinhold, 215 pp., $9.75 (Jan., p. 74). 

How to Succeed in Company Politics—By 
Edward J. Hegarty; McGraw-Hill, 330 pp. 
$5.95 (Sept., p. 93). 

How 236 Companies are Overcoming Per- 
sonnel Obsolescence—Edited by Edward M. 
Ryan: Management Information Center, 150 
pp., $15.50 (Mar., p. 82). 

Integrating the Individual and the Or- 
ganization—By Chris Argyris; Wiley, 330 pp., 
$5.95 (Apr., p. 78). 

Interpersonal Dynamics—By Warren G. Ben- 
nis and others; Dorsey Press. 763 pp., $11.35 
(Oct., p. 92). 

Making Good in Management—By Clarence 
B. Randall; McGraw-Hill, 159 pp., $4.95 (Mar., 
p. 82). 

Management in Industry—-By Claude §&. 
George Jr., Prentice-Hall, 618 pp., $8.75 (July, 
Dp. 75). 
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of Diversification, 
The—By oer ‘Ss. Miller; Wiley, 186 pp. 
$4.50 (Feb., p. 84). ° 

Ma t Profession, The—By Louis A. 
Allen; McGraw-Hill, 375 pp., $8.50 (Oct., p. 92). 

Managerial Behavior—By Leonard R. Sayles; 
McGraw-Hill. 288 pp., $6.95 (May, p. 93). 

Managerial Breakthrough—By Joseph M. Ju- 
ran; McGraw-Hill, 373 pp.. $9.50 (June, p. 96). 

Managerial Grid, The—By Robert R. Blake 
and Jane S. Mouton; Gulf, 340 pp., $8 (June, 
p. 91). 

Microcopying Methods—By H. R. Verry: dis- 
tributed by Pitman Publishing Corp.; 175 
pp.. $10.50. 

Office and Administrative Management—By 
Cc. L. and Frank Rachel; Prentice-Hall, 577 pp., 
$11.35 (Feb., p. 84). 

Organizational Stress—By Robert L. Kahn 
et al.; Wiley, 470 pp., $7.95 (Oct., p. 93). 

Overhead Cost Control—By Phil Carroll; 


’ McGraw-Hill, 295 pp., $8.50 (July, p. 75). 


Personnel Administration—By Alva F. Kin- 
dall; Richard D. Irwin, 779 pp., $11.35 (Mar., 
p. 83). 


P iples of P hed Card Data Processing 
—By Robert G. Van Ness; The Business Press, 
286 pp.. $8.50 (May, p. 92). 

Production Control Techniques—By Robert 
L. VanDeMark; VanDeMark Inc., 194 pp., $5.75 
(Oct., p. 93). 

Profit Sharing in Perspective—By B. L. 
Metzger: Profit Sharing Research Foundation, 
158 pp., $8.50 (July, p. 75). 

Psychology in Management—By Mason 
Haire; McGraw-Hill, 229 pp., $7.95 (Feb. 
p. 85). 

in Special Librarianship—Edited 
by Maron S. Sharp; Scarecrow Press, 714 pp. 
$15 (May, p. 93). 

Records Retention—By William E. Mitchell; 
Ellsworth, 72 pp., $6.50 (June, p. 96). 

Schedule, Cost and Profit Control with 
PERT—By Robert W. Miller; McGraw-Hill, 222 
pp., $8. 50° (Jan., p. 74). 

Ma t and H Rela- 
tions—By ‘Robert J. Daiute; Holt, Rinehart & 
Winston, 191 pp., $2.95 (Apr., p. 78). 

Toward a Unified Theory of Management— 
Edited by Harold Koontz; McGraw-Hill, 273 
pp., $6.95 (Apr., p. 79). 

Understanding Digital Computers—By Ron- 
ald M. Benrey; Hayden (Rider Division), 116 
pp. $3.75 (May, p. 92). 
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Why NOMA Has Become AMS—International 
president Joseph W. Gawthrop explains change 
of name from National Office Management As- 
sociation to Administrative Management So- 
ciety (AMS Report—Mar., p. 51). 

AMS International Conference—Importance 
described; full program presented for New 
York event, May 31 to June 3 (AMS Report— 
Apr. p. 51). 

New AMS Headquarters Dedicated—10,000 
square foot building is in Willow Grove. Pa. 
(AMS Report—Apr., p. 55). 

AMS Conference Opens May 31—At Statler- 
Hilton Hotel, New York (AMS Report—May, 
Pp. 64). 

Greenwood Elected AMS President—Massa- 
chusetts Mutual Life vice-president succeeds 
Gawthrop (AMS Report—July, p. 46). 

AMS Plans Paperwork Control Award—First 
of them to be presented April 1965 in Wash- 
ington (AMS Report—Dec., p. 46). 

AFIPS Appoints Homer Asmus—American 
Federation of Informat‘on Processing Societies 
names him executive director (News of Asso- 
ciations—Dec., p. 10.) 

American Man t A iati Confer- 
ence in Chicago—Mid-winter Personnel Con- 
‘erence at Palmer House, Feb. 12-14 (News of 
Associations—Feb., p. 20). 

AMA Elects Two Officers—Virgil B. Day 
and P. Kenneth Shoemaker are named (News 
of Associations—May, p. 16). 

AMA Offers PERT Films—-From videotape, 
the seven average 30 to 40 minutes’ running 
time (News of Associations—June, p. 16). 

Mitchell Elected AMA Chairman—Other of- 
ficers, —— named (News of Associations 
—Nov., p. 12). 

Special Industrial Session at APICS Confer- 
ense—-American Production and _ Inventory 
Control Society meets October 7-9 in Atlantic 
City (News of Associations—Sept., p. 14). 

Association of Data Processing Service Or- 
ganizations Issues Directory—Available from 
— at $1 (News of Associations—Apr., 
br. 16). 

Association of Records Executives and Ad- 
ministrators to Meet—Seventh annual confer- 
ence at New York Hilton, April 27-28 (News 
of Associationsijan., p. 20). 

Association of School Business Officials 
Stresses School Management—Confers in San 
Francisco October 17-22 (News of Associations 
—Oct., p. 16). 

BEMA Show October 19-23—Business Equip- 
ment Mfrs. Association exhibit at Los Angeles 
Memorial Sports Arena (News of Associations 
—Sept. p. 14) . 

Walter Finke Named BEMA Chairman—lIs 
Honeywell executive; General Fireproofing’s 
John Saunders elected vice-chairman (News 
of Associations—Jan., p. 20). 

Canadian Research Management Association 
Formed—First conference held in  Pointe- 
Claire, Que. (News of Associations—Jan., p. 20). 

CIA Elects Edward Haggerty—Chemical In- 
dustry Association's new president is with 
W. R. Grace & Co. (News of Associations— 
Nov., p. 12). 

Data Pr i M t A iati 
Conference—To feature open-end seminars at 
Jung Hotel, New Orleans, June 23-26 (News 
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1BM’s Warren Hume Opens DPMA Confer- 
ence—Management innovators showing what 
computer’s full capacity can accomplish, he 
Says (News of Associations—July, p. 16). 

UMA Elects International Officers—John 
K. Swearingen new international president 
(News of Associations—Oct., p. 16). 

Financial Executives Institute Hears Costs 
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Stressed—-Must be tied to profitability and 
responsibility, says McCormick & Co.'s R. L. 
Staehle (News of Associations—Aug., _ D. 12). 

Industrial M 
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the In-Plant Printing Management Association 
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Life Office Management Association Member- 
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LOMA Publish of Budgeti Sur- 
vey—5l percent of firms hav control pro- 
grams (News of Associations—Aug., p. 12). 

LOMA to Elect Officers, Directors—-At an- 
nual conference in New York, September 29 
(News of Associations—Sept., p. 14). 

LOMA Awards Certificates—Given to par- 
ticipants of management program at Arden 
House, Harriman, N.Y. News of Associations 
—Oct.. p. 16). 

LOMA Names New Officers—Walter S. 
Bearden and George Ryrie head slate (News 
of Associations—Nov., p. 12). 

National Association of Accountants’ Busi- 
ness Show—Seventeenth annual event at Am- 
bassador Hote! Los Angeles, February 25-28 
(News of Associations—Jan., p. 20). 

National Association of Credit Management 
Elects—-Robert L. Roper and Beverly H. Badg- 
er new vice-presidents (News of Associations 
—dJan., p. 20). 

R. L. Howard Elected NACM President—Na- 
tional Association of Credit Management votes 
in Los Angeles (News of Associations—July. 
Pp. 16). 

NOMA (AMS) Chapters Sponsor Seminars— 
National Office Management Association ses- 
sions held in New York, Chicago, Minneapolis- 
St. Paul and Los Angeles (NOMA Report— 
Jan.. p. 46). 

NOMA (AMS) Plans for 45th Annual Con- 
ference—aActivities include education, fun and 
World's Fair (NOMA Report—Feb., p. 56). 

Why NOMA Has Become AMS—Internation- 
al president Joseph W. Gawthrop explains 
change of name from National Office Man- 
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Ex-cutive Opportunities—Sees improved situa- 
tion in next three to five years (News of As- 
sociations—Apr., p. 16). 

NMA Chooses ‘Man of Year’ for 1964—He’'s 
Floyd D. Gottwald, board chairman of Ethyl 
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National Secretaries Association Reviews 
Phone Equipment—Group studies direct in- 
ward dialing and data sets (News of Associa- 
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Editorials 


Administrative Creativity—Today’s manager 
is a delegator as well as something of an art- 
ist and scientist (Apr. +P. 19). 

Business Ed ddie, The—Only as 
afterthought do educational advisors suggest 
that businessmen may have ideas to offer 
(July, p. 21). 

Congress Moves on Paperwork—Hearings are 
a promising beginning: now for the follow- 
through (Dec., p. 21). 

Focus on Conflict of iInterest—New AT&T 
“Code of Business Conduct” stirs comment 
(Oct., p. 23). 

Half-Way Mark for the 'Sixties—Have early 
predictions of the “Soaring ‘Sixties’’ come 
true? (Dec., p. 21). 

Management, First Person Singular—'‘‘Per- 
sonal development. is just that—personal” 
(Aug.. Pp. 17). : 

Management Succession Policy—Companies 
should prepare for sudden loss of high offi- 
cials, know who successors are (Jan., p. 23). 

Management Spotlight on New York—-AMS 
conference and World's Fair provide focus 
(May, p. 21). 

Manager, Employer, Recruiter—What are the 
ethical responsibilities among them? (Oct., 

. 23). 

" Not a Good Year for Ethics—Embezzlement 
and other employee losses rise (Sept., p. 21). 

‘Offices of the Year’ for 1963, The—Com- 
ment of feature section in issue (June, p. 21). 

Our Shrinking Work Week—Management 
must prepare now for the inevitable, for short- 
er work week is inexorably on its way (Mar., 

. 21). 
> overseas Offices On the Move—European 
management making great strides (June, Dp. 


Overtime and Shorter Hours—Both prevail 
both challenge management (Sept., p 

Powers of Pay vs. Pride, The—Satisfaction 
in the sheer doing of good work is incentive, 
too (Nov., p. 25). 

Progress in Schooling for Jobs—Burroughs 
and Xerox sponsor educational programs (Apr. 

19). 
ai Read Bet the Numbers—R ber that 
not all the information we rely on can be ex- 
pressed as numerical data (Feb., p. 23). 

Recruiting Costs Rise—Starting Salaries av- 
erage $15 more than previous year (Mar., p. 
21). 

Service Contracts, Pro and Con—Buyers Lab- 
oratory report appraised (Aug., p. 17). 

Two Views of Office Operations—aAre they 
“like” factory work, or aren't they? (Nov., 
p. 25). 

What the Forecasts Don’t Say—Optimistic 
predictions are ‘‘nice,’’ but must be interpret- 
ed in light of one’s own responsibility and in- 
dividual contribution (Feb., p. 23). 

Why Reports Don’t Get Read—Too often 
they're unreadable; remedial advice offered 
(May, p. 21). 

Words from Two Presidents—Quotations of 
interest to managers from the 35th and 36th 
Presidents of the United States following the 
assassination of John F. Kennedy and the suc- 
cession of Lyndon B. Johnson (Jan.. p. 23). 

Worthwhile Study of Office Careers—-Sem- 
inar of AMS Education Division commended 
(July, p. 21), 


Managerial Overview 


Administrative Hiring Slows—Second quar- 
ter appointments 4 percent less than first 
(AMemo—Sept., p. 96). 

Busi Ed ti Muddie, The—Only as 
afterthought do educational advisors suggest 
that businessmen may have ideas to offer 
(Editorial—July, p. 21). 

Business Equipment Industry Growing—A 
$5 billion business, BEMA chairman says 
(AMemo—Dec. p. 78). 

Business Slowdown Around Corner?—“Flat- 
tening trend’ after mid-’65, economist Nor- 
man Robertson says (AMemo—Nov., p. 92). 

Coming: The Maverick Manager—He’s the 
opposite of the Organization Man, says Klein 
Institute president (AMemo—Feb., p. 88). 

Corporations Are Teachers—Foreign Policy 
Association studies trend in 200 firms 
(AMemo—Sept., p. 96). 

Crossfire on Middle Management—Differ- 
ing interpretations on the future of the ex- 
ecutive are analyzed; by Walter A. Kleinsch- 
rod, editor (Sept., p. 22). 

Cutting Through the Federal ‘Paperwork 
Jungle’-—What a Congessional committee dis- 
covered; by managing editor Lewis E. Lachter 
(Dec., p. 22). 

EDP for Administrators—Five part series on 
technical aspects of electronic data processing 
from a management viewpoint by Walter A. 
Kleinschrod, editor. Part 1: How a Program- 
mer Goes About It (Aug., p. 29). Part 2: Saying 
It Efficiently in Programmer Language (Sept., 
D. 46). Part 3: How Computer Memory Sys- 
tems Work (Oct., p.44). Part 4: How Computers 
Add and Subtract (Nov., p. 46). Part 5: Com- 
puter Control Units (Dec., p. 65). 


JANUARY 1965 


How the New Tax Law Affects You-—-The 
Revenue Act of 1964 interpreted from an ad- 
ministrative viewpoint, by managing editor 
Robert L. Caleo (Apr., p. 21). 

How Operations Research Aids the Decision- 
Maker—It is a determiner of underlying pat- 
terns, says Thomas A. Guarino, operations re- 
search supervisor at Grumman Aircraft Engi- 
neering Corp. (AMS Report—Aug., p. 46). 

Is Scientifi Man t Slowing?—Yes 
warns Louis B. Lundborg, executive vice-presi- 
~_ of the Bank of America (AMemo—Apr., 
Pp. 82). 

Lifting the Company’s Image from Within 
—As simple a thing as telephone manners can 
build up or tear down firm’s reputation (Tips 
for the Omice—Fe.. Pp. 65). 

. Recruiter—What are 
the ethical responsibilities among them? (Edi- 
torial—Oct., p. 

New Look A ‘ tive D 1 t, A— 
Much broader than “‘training,”’ it prepares 
one to handle higher-level future job; by Burt 
K. Scanlon, assistant professor of manage- 
ment, Drake University (Jan., p. 30). 

Our Shrinking Work Week—Management 
must prepare now for the inevitable, for short- 
er work week is inexorably on its way (Edi- 
torial—Mar.. p. 21). 

Setting Up an Effective Internal Policy 
Program—Jules Levin, U.S. Plywood commu- 
nications manager. tells how to proceed in 
“putting policies onto paper’’ (Oct., p. 34). 

Testing Decisions in Advance—Through sim- 
ulation, once mainly a training aid, manage- 
ment takes sounder “real-world” action; by 
Walter A. Kleinschrod editor (Dec., p. 28). 

Threat of Management Obsolescence—The 
gap between management responsibility and 
management capability is increasing rapidly, 
says George Frank, vice-president, Middle 
West Service Co: (AMS Report—Dec., Pp. 43). 

Three Capital Yardsticks of E They 
are return on investment, margin of safety 
and capital turnover (AMemo—July, p. 78). 

Trends: What's Happening in the Office?— 
A survey of important managerial and tech- 
nological developments, by managing editor 
Robert L. Caleo (Jan., p. 24). 

We Must Cut Compliance Costs—Industry 
pays high price for “excessive’’ paper work 
demanded by government; by AMS executive 
director William T. Cavanaugh (AMS Report— 
May, p. 61). 

What the Forecasts Don’t Say—Optimistic 
predictions are ‘‘nice.’’ but must be interpret- 
ed in light of one’s own responsibility and in- 
dividual contribution (Editorial—Feb., p. 23). 

What NOMA (AMS) Members Consider Their 

Major Office Problem—-Survey shows people 
are —— headache (NOMA Report—Feb., 
p. 54). 
Where Do We Stand on Standards?—A re- 
port on the “quiet international struggle’ to 
unify office equipment and supplies; by Wal- 
ter A. Kleinschrod, editor Oct., p. 25) 


Miscellaneous 


Credit Manager's Profit Contribution, The 
—Cost breakdown for his department, and 
other data, are given; by Alan S. Jeffrey, ex- 
ecutive vice-president, National Association of 
Credit Management (May, p. 26). 

Executives for Rent—‘‘Interim’ manager 
may be leased while company seeks for a per- 
manent exceutive (AMemo—Feb., p. 88). 

Financing the Company Auto Fleet—Three 
principal alternatives analyzed; by associate 
editor Allen K. Trueman (July, p. 28). 

Finding Foreign Phone Numbers—Business- 
men turn to International Yellow Pages Inc. 
(AMemo—July, p. 78). 

Five ‘Best’ Business Books Named—Joseph 
W. McGuire's Business and Society is one in 
quintet named by McKinsey Foundation (Feb., 
p. 85). 

Further Look at Truck Leasing, A—Supple- 
ment to July article, Financing the Company 
Auto Fleet (Nov., p. 80). 

High Cost of Attending, The—46 firms in 
survey lay out $28,260 in conference expenses 
(AMemo—June, p. 100). 

Industrial Relati Salaries—Median for 
executives in field is $13,000, survey shows 
(AMemo—Mar., p. 86). 

Instilling Efficiency in R&D—Administrators 
can add to the effectiveness of research and 
development (Tips for the Office—Apr.. p. 48). 

Medical Administration Made Easy—Nation- 
al Health Services can furnish entire in-com- 
pany clinic (AMemo—Feb., p. 88). 

Negotiating for Patents—How firms deal 
with free-lance and in-company inventors 
(AMemo—Mar., p. 86). 

‘Offices of Year’ Receive Awards—Editor 
Walter A. Kleinschrod presents plaques (July, 
p. 48). 

Pace Quickens Overseas, The—Managerial 
anxieties produce ‘executives’ malady,” 
French say (AMemo—aAug., p. 78). 

Protection Against Stockholders—Why offi- 
cers’ liability policies pay (AMemo—June, p. 
100). 


Seminar on the Move—Forty branch man- 
agers participate in Kelly Girl Service’s mo- 


bile course that covers 800 miles in four days 
Amemo—Jan., p. 78). 

Taking Collections for Charity—Questions 
to ask before ruling them in or out (Personnel 
Problem Clinic—June, p. 10). 

Trend Away from Christmas Parties—-Man- 
agement Information Center studies 183 firms 
(AMemo—Oct., p. 96). 

Two Ways to Lease Fleets of Trucks—Full 
maintenance lease, and finance lease (July, 
Pp. 30). 

What Administrative Managers Should See 
at the World's Fair—A guide to the business 
exhibits (May, p. 37). 

Why Pay Employees Cash?—Some compa- 
nies still do, despite the inconvenience 
(AMemo—Jan., p. 78). 

With the Editors—Monthly feature; light 
commentary. 75 Years of Dictating (Jan.,. p. 
77); The Inefficiency Expert (Feb., p. 87); The 
Ubiquitous Little Black Book (Mar., p. 85); 12 
Golden Rules (Apr., p. 79): Cover Story: Big 
Town Bird’s-Eye (May, p. 94); Woe With Words 
(June p. 97); Prevent Convention Letdown 
(July, p. 77); Coffee Break (Aug., p. 76); ‘This 
Is Thy Office’ (Sept., p. 95); Frats Make Good 
(Oct., p. 95); The First Tycoon (Nov., p. 64); 
All About You (Dec., p. 75). 


Office Environment 


Office design, furnishings, maintenance 


Areas for Lectures and Lessons—A ‘‘photo 
tour” of auditoriums and conference rooms 
(Sept., p. 80). 

Before You Sign a New Lease—Eight items 
to look for (Tips for the Office—Nov. p. 20). 

Constructing a Computer Room—H. E. Wrig- 
gelsworth, assistant secretary of American 
States Insurance Co., gives costs and speci- 
fications (AMS Report—Apr., p. 56). 

‘Crash’ Cleanup Plan—How to spruce up the 
office in a hurry (Tips for the Office—Aug., 
p. 61). 

Designs for the Company Library—Scenes 
of five facilities (Oct., p. 82). 

How Firms Hide the Phone Book and the 
Phone—Concealment ideas illustrated (Dec., 
p. 56). 

Improved Elevator Service—It'’s done with 
motion picture cameras at Eastman Kodak 
(AMemo—Apr., Pp. 82). 

Looking Up at Office Ceilings—Seven treat- 
ments in seven offices (Nov., p. 78). 

Maintenance Control Means More Profit— 
Harry S. Mann, vice-president and controller 
of Walter Kidde & Co. discusses relationship 
between the administrative manager and his 
plant engineering specialist (Feb., p. 62). 

Office Planning Today for Tomorrow—An- 
ticipating future needs can save construction 
costs; author Charles A. Bradbury of J. Gor- 
don Carr Associates tells what to anticipate 
(Nov.. p. 58). 

‘Offices of the Year’ Awards for 1963—Spe- 
cial section announces AM’s selections (June, 
p. 39) and describes administrative strong- 
points of each: Phoenix Mutual Life Insurance 
Co. (p. 42), Michigan Consolidated Gas Co. 
(p. 44), United States Gypsum Co. (‘p. 46), 
Century Theatres Inc. (p. 47), Commercial 
Union Insurance Group (p. 48), Connecticut 
Bank & Trust Co. (p. 49) Farmers Elevator 
Mutual Insurance Co. (p. 50), Johnson & John- 
son (p. 51), Maccabees Mutual Life Insurance 
Co. (p. 52), The Miami Herald (p. 52), Tennes- 
see Gas Transmission Co. (p. 53) and United 
States Borax & Chemical Corp. (p. 54); sum- 
mary article, The “Offices of the Year’’: Dif- 
ferent in Detail, Alike in Excellence (p. 40). 

Protecting Your Office Against Fire—De- 
tection systems discussed (Dec., p. 58). 

Six Firms’ Vending Areas—A “photo tour” 
(Apr., Pp. 46). 

Space Planning Guide Available from 
NSOEA—National Stationery & Office Equip- 
ment Association book is $2 (News of Associa- 
tions—Aug., p. 12). 

The Ss ful R Area—Criteria in- 
clude location, organization and uniformity; 
a ‘“‘photo tour’’ (July, p. 40). 

Where Employees Take ‘Ten’—Lounges, rec- 
reation rooms and courtyards; a “photo tour” 
(Aug., P. 62). 


Office Equipment 


Office Equipment News—Monthly feature 
(Jan., p. 67; Feb., p. 75; Mar., p. 75; Apr., D. 
69; May, p. 85; June, p. 89; July, p. 69; Aug. 
Pp. 69; 7 Pp. 87; Oct. p. 85; Nov., p. 83; 
Dec., p. 67) 


Equipment—Furniture, Supplies 
See also Office Environment 


Are Your Firm's Important Records De- 
struction-Proof?—A guide to safes and other 
fire-resistive equipment (Tools of the Office— 


Aug., p. 50). 

Busi E t Tax Scored—NCR pres- 
ident R. Stanley Laing hits “2 in House com- 
mittee hearing (AMemo—Oct., p. 96). 

Compan Design Own 8-Ply Form—It per- 
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1964 Index... From office equipment to personnel to systems coxtixven 


forms many fuctions for electrical circuit 
manufacturer (Systems in Action—Feb.. p. 71). 

Functional Furniture: Put it to Work in 
Your Office—What to look for before when 
buying wood or metal desks and chairs (Tools 
of the Office—May, p. 42). 

How Forms Get Office Work Done—Review- 
ing the types and styles available (Tools of 
the Office—Nov., p. 62). 

Snapouts vs. Multi-Use Carbons—Cost and 
time data from study by R. D. McGarity and 
S. R. Winslow, systems and methods depart- 
ment, Travelers Insurance (Oct., p. 38). 

What to Know Before Buying Paper—Basic 
types, sizes, weights and finishes are dis- 
cussed (Tools of the Office—Feb., p. 40) 


Equipment—Office Machines 


Computer Control Units—Part 5 in EDP 
for Administrators series (Dec.. p. 65). 

Cover That Computer—With insurance, that 
is (AMemo, Jan., p. 78). 

EDP for Administrators—Five part series 
on technical aspects of electronic data proc- 
essing from a management viewpoint by Wal- 
ter A. Kleinschrod,. editor. Part 1: How a Pro- 
grammer Goes About It (Aug., p. 29). Part 2: 
Saying It Efficiently in Programmer Lan- 
guage (Sept., p. 46). Part 3: How Computer 
Memory Systems Work (Oct., p. 44). Part 4: 
How Computers Add and Subtract ‘(Nov., p. 
46). Part 5: Computer Control Units (Dec., p. 


Equipment for Your Mailroom—Scales, me- 
ters, tyers collators and the rest (Tools of the 
Office—Sept. p. 66). 

From Keypunch to Print-Out—A modern 
guide to automatic data processing (Tools of 
the Office—Apr., p. 30). 

How Computer Memory Systems Work—Part 
3 in EDP for Administrators series (Oct., p. 
44). 

How Computers Add and Subtract—Part 4 
in EDP for Administrators series Nov., p. 46). 

Machine Standards Recommended—Ameri- 
ean Standards Association represents United 
States on International Organization for 
Standardization (News of Associations—July 
p. 16). 

Machines in the Mailroom—-From carts to 
conveyors; a ‘“‘photo tour’’ (May, p. 68). 

Man That Copy Machine!—Unattended unit 
leads to waste (Oct., p. 18). 

Microfilm Focuses on Retrieval—No longer 
merely a “‘spacesaver,”’ it is now vital part of 
fast, versatile information systems (Tools of 
the Office—June, p. 70). 

Office Equipment Trends Studied—72 per- 
cent of firms use electric typewriters. West- 
ern Girl survey shows (AMemo—Nov., p. 92). 

Office Conveyor Systems—-How they speed 
and smooth out paper flow (Tools of the Of- 
fice—July, p. 50). 

Plan for Replacing Typewriters, A—Ten 
years’ cost data presented by Arthur Bajart, 
ass stant vice-president. Equitable Life Assur- 
ance Society (July, p. 62). 

Producing Quality Duplicating in Your Com- 
pany—133 spirit, stencil and offset machines 
comvared (Too!s of the Office—Oct., p. 66). 

Six Biggest Problems in Office Reproduction 
—Speed of equipment heads list in survey 
(AMS Report—Aug., p. 45). 

Today’s Figuring Machines—Adding mach- 
ines and calculators offer many new features 
‘Too’s of the Office—Dec. p. 48). 

Typewriters With Special Talents—Today’s 
machines not only turn out impressive letters 
quickly, but reproduce technical data and 
create quality type for offset (Tools of the 
Office—Jan., p. 50). 

Updating the Facts About Copiers—AM 
reviews 189 machines and trends of the past 
year (Tools of the Office—Mar., p. 28). 


Personnel 


All-Year V The 52-week 
vacation cycle becoming more popular, survey 
shews (AMemo—Sept.. p. 96). 

-praising Men Headed for the Top—G. PF. 
Plummer, president of Dunlop Canada Ltd., 
* omines “the newly emerging model of the 
senior corporate executive’ (NOMA Report— 
Feb. p. 53). 

Audio Tapes Cut the Time of Programmed 
in-*ruction—By E. G. Burnap, education and 
training consultant, Metropolitan Life (AMS 
Revort—Dec., p. 46). 

Benefits of Retirement, The—Many firms 
now offer larger pensions than tenure war- 
rants as lure to earlier retirement, survey 
shows (AMemo—July, p. 78). 

Breaking In the New Manager—Three tech- 
niques for getting the executive ‘‘in harness” 
= (Personnel Problem Clinic—Mar., p. 


Schedul 


Clerical Salary Climb Continues—Average 
U.S. office worker earns $82 per week ( 
Report—Aug., p. 43). 
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Cooperation Lifts Output, C titi Sti- 
fles It—AM surveys administrators for their 
experiences with both approaches; by Allen 
K. Trueman. associate editor (June, p. 26). 

Counseling for Work Efficiency—-Some may 
call it “handho'ding,”’ but it expedites the job 
(Personnel Problem Clinic—Sept.. p. 16). 

Cut Turnover with Exit Interviews—How 
firms use them: how they benefit (Personnel 
Problem Clinic—May, p. 12). 

Do Your File Clerks Need Upgrading?—Not 
unlikely, and one solution is to communicate 
pride of accomplishment in their work (June, 
Pp. 24). 

Do Your Salary Decisions Pay Off?—-Here 
are objective standards to apply; by Robert G. 
Wall, assistant manager of employee compen- 
sation, International Milling Co. (May, p. 30). 

Don’t Let Appraisals Backfire—Link criti- 
cism to carefully stated goals for improvement 
(AMemo—May, PD. 92). 

Eight Weak Spots in Personnel Practice— 
Based on talks by Wilbert E. Scheer, director 
of personnel for Blue Cross-Blue Shield, Chi- 
cago ‘(AMS Report—June, p. 68). 

Empl s ti Filmed for Reference 
—Eastman Kodak's Park Works also provides 
y" rapid retrieval (Systems in Action—July, 

. 64). 

Establishing Sick Leave Policies—A review 
of standard practices (Personnel Problem Clin- 
ic—Oct., p. 12) 

Financing Tuition Plans—How firms aid 
employees’ education (Personnel Problem Clin- 
ic—Nov., p. 14). 

Finding Instant Rg ge a@ computer 
naturally (AMemo—Oct.., 96). 

Four Types of femion Plans—Deferred an- 
nuity, deposit administration, group perma- 
nent and profit sharing (Tips for the Office 
—Sept., p. 85). 

Fringe Benefits: Their Post-War Growth— 
They continually mount, leading where?, asks 
W. Boyd Owen, Owens-Illinois vice-president 
(AMS Report—Apr. p. 54). 

Getting Down to Cases in Clerical Measure- 
ment—Problems_ practices and criteria in- 
volved in one office-work technique discussed 
at users’ conference (Nov., p. 40). 

Guiding Young People into Office Careers— 
Highlights of Education Division seminar 
under chairmanship of Irene  Kriedberg 
(AMS Report—July, p. 45). 

Heading Off Employee Garnish t—Edu- 
cating personnel about the “easy money boys” 
is one of the most effective methods (Person- 
nel Problem Clinic—-Apr., p. 10). 

Hiring Under the New Civil Rights Law— 
How Title VII obligates employers (Sept., p. 
41). 

How Clerical Incentive Plans Work—Case 
histories and commentary by Donald D. Illig 
and J. J. Jehring, chairman and co-director 
respectively. of AMS’ Remuneration and Bene- 
fits Committee (AMS Report—Sept., p. 59). 

How to Handle Your Miss Q’s—-Advice on 
rectifying troublesome effects of the queru- 


lous, the quibbler, the querist and the quid- 
nunc (Personnel Problem Clinic—Jan., p. 14). 

How to Hold Your Young Executives—Ef- 
fective compensation policies at three man- 
agement levels; by managing editor Robert L. 
Caleo (Feb., p. 34). 

How to Measure the Costs of Programmed 
Instruction—Fred Davey and Jerry Foster of 
Tektronix Inc. present charts and graphs 
(Sept., p. 32). 

How to Recruit Technicians—Survey finds 
employee referrals to be most effective meth- 
od (AMemo—May, a 98). 

Is Your Empl Publicati Effective? 
Consultants abe literature, work with ed- 
itors (AMemo—Mar., p. 86). 

It Takes More Than Money to Make Incen- 
tives Succeed—A sound method for evaluating 
performance is one of four key requirements, 
says Ralph W. Peters Jr. of McKinsey & Co. 
(AMS Report—Sept. p. 62). 

LOMA Analyzes Personnel Men—Panelists 
d‘scuss ‘desired characteristics’ (News of 
Associations—May, Pp. 16). 

LOMA Survey Measures Fringe Benefit In- 
crease—Work week shortens, holidays and va- 
cations lengthen among member firms, study 
shows (News of Associations—Mar., p. 16). 

Lost Art of Reference Checking—'‘'How ecod 
is a testimonial letter?” and other questions 
answered by W. P. Albright, personnel manag- 
er, Studebaker of Canada (Oct., p. 52). 

Management Succession Policy—-Companies 
should prepare for sudden loss of high offi- 
cials, know who successors are (Editorial— 
Jan., p. 23). 

More Flexible Vacations—Survey of 138 
firms notes trend (AMemo—Apr., p. 82). 

Not a Good Year for Ethics—-Embezzlement 
and other employee losses rise (Editorial— 
Sevt.. p. 21). 

Office Labor Today and Tomorrow—Supply 
threatened by high-school dropouts, says Mrs. 
Aryness Joy Wickens of U.S. Department of 
Labor (AMS Report—July, p. 43). 

Office Training Returns More Than It Costs 
—F. Arnold McDermott of AMS’ Personnel 
Division explains the hows and whys (AMS 
Report—-Mar., p. 52). 

Office Workers Need Mathematical Training 
—£o says West Coast temporary employment 
service in releasing data (AMemo—Dec., p. 78). 

189 Firms Reveal Sick Leave Data— Most 
firms don’t accumulate unused time, survey 
shows (AMS Report. —Nov., p. 56). 

ver to Ch Under- 
stand the fears change causes (Tips for the 
Office—Oct., p. 54). 

Overtime and Shorter Hours—Both prevail, 
both challenge management (Editorial—Sept., 
p. 21). 

Patterns of Modern Office Communication— 
New techniques in “getting understood” (Nov., 
p. 48) 

Positive Approach to Firing, The—Critical 
analysis needed before and after the decision 
(Personnel Problem Clinic—July, p. 12). 


Pp. 28); 


Reprints Available at 50 Cents Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at 50 cents each. Most will be reproduced 
on photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 
plies last. Those now in stock include: 

Typewriters With Special Talents (Jan., p. 50); What to Know 
Before Buying Paper (Feb., p. 40); 
Copiers (Mar., p. 28); From Keypunch to Print-Out (Apr., p. 30); 
Microfilm Focuses on Retrieval (June, p. 70); A Plan for Replacing 
Typewriters (July, p. 62); How a Programmer Goes About It (Aug., 
How to Measure the Costs of Programmed Instruction 
(Sept., p. 32); How Computer Memory Systems Work (Oct., p. 44) 
and A New Way to Get Things Done (Nov., p. 26). 

A few 1963 articles are also available on glossy stock: How to Sell 
Your Ideas ‘Upstairs’ (Mar, p. 22); Unscrambling the Facts About 
Copiers (Mar ., p. 42); Small Electronic Machines Aid Billing (July, 
p. 70), and The Benefits of Dictating to Machines (Dec, p. 42). 

Lower rates apply on quantity orders. Address all inquiries and 
orders to: Administrative Management, Reprint Department, 212 
Fifth Ave., New York, N.Y. 10010. 
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Powers of Pay vs. Pride, The—Satisfaction 
in the sheer doing of good work is incentive, 
too (Editorial—Nov., p. 25). 

Programmed Instruction at Du Pont—It has 
improved the quality of training, reduced the 
cost. says du Pont de Nemours engineering 
consultant Lawrence H. O'Donnell (NOMA Re- 
port—Jan. p. 43). 

Progress in Schooling for Jobs—Burroughs 
and Xerox sponsor educational programs (Ed- 
itorial—Apr., p. 19). 

Putting Purpose into E loyee C i 
tions—It’s not enough to tell workers what to 
do. says communications consultant Martin 
Wright; management must also explain how 
and why (Apr., p. 26). 

Recruiting Costs Rise—Starting salaries av- 
erage $15 more than previous year (Editorial 
—Mar., Pp. 21). 

Renewed Interest in ‘Job Enlargement’, The 
—Management seeks ways to raise quality by 
using full mental capabilities of available per- 
sonnel (Apr., p. 22). 

Seven Point Program for Improving Inter- 
views, A—By Barbara T. Jones. Western Girl 
Inc.. ‘(AMS Report—Dec., p. 44). 

Sharing Profits in Small Firms—Five condi- 
tions must be met if plan is to succeed ‘Tips 
for the Office—Mar., p. 64). 

Stale Ads Don’t Draw Top Applicants—Prac- 
tical do’s and don'ts for “Help Wanted” clas- 
sifieds: by Thomas D. Murray, vice-president 
and copy director, Campbell-Ewald Co. (Feb., 


Study Profiles Personnel Executives—Re- 
leased by Industrial Relations Institute 
(AMemo—Dec., p. 78). 

Temporaries Can Reduce Overhead—Hiring 
for special projects need no longer be a cost 
problem: by Allen K. Trueman, associate editor 
(Aug., Pp. 36). 

Time-Money Measurement in a Keypunch 
Section—John E. Bond. manager of expense 
control at Canada Life Assurance Co., offers 
ratios and formulas (Apr., p. 44). 

Unsentimental Appraisal of the Handicapped 
Worker, An—Chances are he himself doesn't 
know how well he can perform; by Arthur B. 
Danger, J.O.B. Inc. (AMS Report—Oct. p. 61). 

Whom Do You Promote?—-Techniques for 
predicting successful advancements (Personnel 
Problem Clinic—Dec., p. 12). 

Why Suggestion Systems Flop—Employee 
fears and confusion can be overcome by clear- 
cut, fair ground rules (Personnel Problem 
Clinic—Feb., p. 14). 

Worthwhile Study of Office Careers—Sem- 
inar of AMS Education Division commended 
(Editorial—July, p. 21). 

You Can Resolve Employee Grievances—Al- 
len K. Trueman, associate editor tells how 
firms overcome common staff annoyances 
like “having to do another's work,” low pay 
and the like (Mar., p. 56). 

Young Men Getti More Ed ti U.S. 
Department of Commerce study discloses this 
and other data (AMemo—Nov., p. 92). 


Self-Management 


Administrative Creativity—-Today’s manager 
is a delegator as well as something of an art- 
ist and scientist (Editorial—Apr., p. 19). 

Delegating and Doing the Complete Job— 
R. F. Powell of Purdue's School of Industrial 
Management offers the concept of ‘‘completed 
staff work"’ (AMS Report—Nov., p. 53). 

Easing the Pressure of Time—Start by an- 
alyzing your day's activities (Tips for the 
Office—June, p. 57). 

Management, First Person Singular—‘Per- 
sonal development is just that—personal” (Ed- 
itorial—Aug., p. 17). 

Marketing Experience is Very Marketable— 
— demand increases (AMemo—Aug., p. 

). 

New Look at E tive Devel t, A— 
Much broader than “training,” it prepares 
one to handle higher-level future job; by Burt 
K. Scanlon, assistant professor of manage- 
ment, Drake University (Jan., p. 30). 

On-the-Job Exercise—Sensible in-the-office 
calesthenics like chair pushups and just plain 
walking (Tips for the Office—Jan.. p. 61). 

Say What You Mean—Five rules for apply- 
ing “plain English” (June p. 99). 

Second in Command—lIn choosing an assist- 
ant. look for strengths to complement your 
weaknesses (July, p. 67). 

Self-Development As It Stands Now—An in- 
terpretive overview of man vs. organization, 
by Richard G. Kopff, Celanese manager of 
oo development (AMS Report—June, p. 

) 


Set Standards for Your Own Performance— 
V. Donald Schoeller, president, The Manage- 
ment Process Co., describes new technique for 
executive betterment which centers on ‘“‘per- 
formance budget” (May, p. 22). 

Steer Clear of Company Politics—It's no 
game for middle management, executive re- 
cruiter William A. Hertan says (Personnel 
Problem Clinic—Aug., p. 10). 

Visual Impact in Reports—aAttention-getting 
ideas from the treasurer of John B. Stetson 
Co. (AMemo—Aug., p. 78). 
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Who Needs an Assistant M ‘?— Author 
Says singling out subordinate as one’s deputy 
is asking for trouble; by David S. Brown, p:o- 
fessor of public administration, George Wash- 
ington University (Mar., p. 22). 

Why Another Meeting?—-Five ways to make 
them more productive (Tips for the Office— 
Dec., p. 16). 

Why Reports Don’t Get Read—Too often 
they're unreadable; remedial advice offered 
(Editorial—May, p. 21). 


Systems Improvement 


General 


Effective Work Simplification—How May- 
tag Co. did it with an employee suggestion 
system (Tips for the Office—May,. p. 70). 

How to Plan for Peak and Valley Periods— 
Harry W. Muni, senior industrial engineer 
with Socony Mobil Oil, presents five tables of 
data (June p. 62). 

New Way To Get Things Done—Sanderson 
& Porter's Ralph E. Steere introduces CSB, 
concurrent sequential balancing, as alternative 
to — approach to office work (Nov., 
Pp. 26). 

Scheduling and Controlling Work—J. R. 
Birkhofer and L. J. Walsh of Arthur Anderson 
& Co., show how it can be done with three 
simple forms (Jan., p. 58). 

Small Firm Controls Operations with Edge 
Notch Cards—Ulster Knife obtains manage- 
ment data at low cost (Systems in Action— 
Aug., Pp. 64). 

What New Systems Must Do—Cutting costs 
is not the goal invariably: sometimes it is to 
strengthen the office's role as business nerve 
center (Jan., p. 48). 


Systems—Clerical 


See also Systems—Correspondence, and Systems 
—Record-Keeping 


Copier Lightens Paperwork Load for Manu- 
facturer—Electrostatic unit cuts processing 
time from days to hours (Systems in Action— 
Dec., p. 62). 

Data Faster Through a Copier—Three-day 
job now done in minutes by precision devices 
manufacturer (Systems in Action—Apr., p. 60). 

Getting Down to Cases in Clerical Measure- 
ment—Problems, practices and criteria in- 
volved in one office-work technique discussed 
at users’ conference (Nov., p. 40). 

How Clerical Incentive Plans Work—Case 
histories and commentary by Donald D. Illig 
and J. J. Jehring, chairman and co-director, 
respectively, of AMS’ Remuneration and Bene- 
fits Committee (AMS Report—Sept., p. 59). 

Stretching Your Clerical Dollar—Robert Bey- 
er, managing partner of Touche. Ross, Bailey 
& Smart tells how to apply operations analysis 
and measurement (Feb., p. 24). 

Master Form Cuts GE’s Paperwork—Elim- 
inates repetitive writing, reduces risk of con- 
fusion (Systems in Action—Sept. p. 82). 

Measuring Repetitive Office Work—One girl, 
one desk, one job: is she efficient? By Robert 
L. Caleo, managing editor Aug., p. 81). 


Systems—Communications 


Control Boards Break Communications Bar- 
rier at Bendix—Effectively coordinate work of 
four divisions (Systems in Action—June, p. 84). 

Intercom Routes Auto Dealer’s Calls ‘Any- 
where’—Estimate system costs $100 per month 
less than phone service (Systems in Action— 
Mar., p. 70). 

Intercom System Links 135 People in Plant 
—Centrum system permits hands-free commu- 
nication (Systems in Action—Oct., p. 79). 

What Business Spends for its Phone Service 
—Data by industry, size of company, and type 
of system (AMS Report—June, p. 67). 


Systems—Correspondence 
Dictation, typing and mailing 


Dictating Units at W. W. Clark Co. Speed 
Work—Field reports recorded by remote con- 
trol (Systems in Action—June, p. 85). 

Gift Firm Mechanizes Mail Orders—Opera- 
tion is built around six NCR two-total remit- 
tance control units (Systems in Action—Mar., 
p. 72). 

How We Automated Our Addressing—A man- 
agement case history, told by James D. Gates 
of the National Council of Teachers of Mathe- 
matics (Dec., p. 36). 

Robot Typewriter Boosts Correspondence 
Output—Increases firm’s production 50 per- 
cent while eliminating need for second typist 
(Systems in Action—Aug.. p. 66). 

Tab Card System Speeds Underwriter’s Mail- 
ing—It addresses at rate of 5,000 an hour 
(Systems in Action—Aug., p. 66). 

Teleph Dictati Saves Many Hours—It 
helps American Trucking Association keep 
abreast of fast-changing developments (Sys- 
tems in Action—Nov., p. 74). 

Twin Keyboards Ease Our Typing—Permit 
Latin and Greek alphabetic interchange: by 
F. E. Zatopa, operations manager, General 


American Transportation Corp. (Sept., p. 34). 

Typewriter Aids Mailing System- -Special 
unit produces address list too small for elab- 
orate machines, too big to be manual (Systems 
in Action—Apr., p. 62). 


Systems—EDP and ADP 


Automated Files Feed Computers—Powered 
units assist civilian personnel division of Tink- 
er Pg Force Base (Systems in Action—July, 
P. 66). 

Beware the ‘Money Traps’ in Feasibility 
Studies—Clear objectives at the outset are 
vital; by managing editor Robert L. Caleo 
(July, p. 22). 

Computer Helps Improve Marketing—Ron- 
ald McLennan, controller and secretary-treas- 
urer of Kort of California, a sportswear ‘man- 
ufacturer, tells how Univac 1004 keeps firm 
alert to fashion’s whim (Nov., p. 34). 

c ti Relati Profits—Management 
must insist on “profit performance” from 
ae _— executive says (AMemo—June, 
Pp. ». 

Detacher-Sorter Saves Computer Time—In- 
creases further the savings realized when 
Spiegel Inc. converted manual accounting sys- 
tem to automated processes (Systems in Ac- 
tion—Jan., p. 62). 

Electronic Units Speed Firm's Bookkeeping 
—Kerr Glass Co. uses two Burroughs Sensi- 
tronic accounting machines (Systems in Ac- 
tion—Oct., p. 76). 

Finding the ‘Right’ Small Computer—We 
erred once, admits author R. E. Linthicum, 
treasurer of Stone Straw Corp.; he tells how 
firm rectified matters (Dec., p. 32). 

How a Programmer Goes About it—Part 1 
in EDP for Administrators series; by Walter 
A. Kleinschrod, editor (Aug., p. 29). 

New Accounting System Proffered by 
ADAPSO—Suited to data processing organiza- 
tions (News of Associations—Oct. p. 16). 

Saying It Efficiently in Programmer Lan- 
guage—Part 2 in EDP for Administrators se- 
ries (Sept.. p. 46). 

Tab Card System Speeds Underwriter’s Mail- 
ing—It addresses at rate of 5,000 an hour 
(Systems in Action—Aug., p. 66). 

Telephone Data Transmission Saves Time 
at Mohasco—Also improves customer service 
by bringing plant and home office into closer 
contact (Systems in Action—Feb., p. 68). 

Time-Money Measurement in a Keypunch 
Section—John E. Bond, manager of expense 
control at Canada Life Assurance Co., offers 
ratios and formulas (Apr., p. 44). 

Tomorrow's Inventory Data Ready Today— 
Teleprocessing devices provide them at Mar- 
tin-Senour Paint Co. (Systems in Action—May, 
p. 74). 

Trimming Data Processing Waste—Syn- 
chronizing the production of men and mach- 
ines is key, says management consultant Hen- 
ry Schindall (Mar., p. 60). 


Systems—Record-Keeping 


Basic Systems of Indexing, The—Strengths 
and weaknesses of alphabetic, geographic, sub- 
ject and other types of filing are analyzed 
{(Jan., p. 34). 

Central File Provides Fast Account Data— 
Bank’s seventeen branches have ‘‘telephone- 
reach"’ access to customer information (Sys- 
tems in Action—Feb., p. 69). 

Central Filing, Central Control—For the 
very large installation: ‘“‘multiple central 
units” (AMemo—May, p. 98). 

Controlling Information Flow—Part 2 in se- 
ries on effective filing and retrieval; by Rob- 
ert A. Shiff and Alan G. Negus (July. p. 34). 

Do Your File Clerks Need Upgrading?—Not 
unlikely, and one solution is to communicate 
pride of accomplishment in their work (June, 
p. 24). 

Filing-by-Date System is Simple and Prac- 
tical—_James C. Bradley of Electric Storage 
Battery Co.’s Exide Div. presents coding guide 
(AMS Report—Nov. p. 54). 

Filing for Quick Manual Access—-Part 1 of 
series on effective filing and retrieval, by 
Robert A. Shiff and Alan G. Negus, National 
Records Management Council (June, p. 22). 
Part 2: Controlling Information Flow (July, 
p. 34). Part 3: Indexing for Optimum Retriev- 
al (Aug., p. 24). 

Indexing for Optimum Retrieval—Part 3 
in series on effective filing and retrieval; by 
Robert A. Shiff and Alan G. Negus (Aug., 
Pp. 24). 

Records Center-——An Effective System—Pro- 
cedures, forms and interpretations by Lester 
Gerber, records manager, Aerojet-General 
Corp. (Dec., p. 40). 

Rotary Units Provide Fast Account Inquiry 
Answers—Clerks find data in seconds at Na- 
tional City Bank of Cleveland (Systems in Ac- 
tion—Mar., p. 68). 

Storage Files are ‘Active,’ Fast—Data on 
cattle kept current at American Breeders Serv- 
ice (Systems in Action—May, p. 78). 

Survey of Records Management Procedures 
—Highlights of study by AMS’ Paperwork and 
Records Management Committee (AMS Report 
—Oct., p. 59). e 
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